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This Incident and Emergency Scenario Training Guide is intended as a guide for NSW councils and local water utilities to assist in planning and running customised exercises relevant to their specific organisation, infrastructure and training requirements. Training exercises are key to maintaining readiness and improving response capabilities.

This guide has been developed based on the structure and steps recommended by the Australian Institute for Disaster Response (AIDR). It has been structured into multiple sections, each dedicated to a specific phase of the exercise process. It offers comprehensive instructions, tips, templates, and examples to facilitate the creation of realistic and impactful scenarios. 
For further detailed information relevant to each section, readers are encouraged to consult the AIDR Managing Exercises Handbook

The exercises referred to in this document, primarily focus on desk-based hypothetical scenarios, rather than detailed functional or field-based exercises.

This Incident and Emergency Scenario Guide is intended to provide an understanding of:
· How to plan for an exercise
· What to prepare for the day 
· How to evaluate and access the success of recommendations for the exercise.

Customising this guide
Information text boxes (see below) have been provided throughout this document to guide the development of an incident scenario exercise and include content so that it is customisable to suit the specific circumstances and needs of each organisation, for training effectiveness.
Note: Items with red text and highlighted in grey should be changed to reflect the details of your specific exercise.  
Text formatted inside a magenta box (as seen around this section), is used in this guide to highlight instructional notes. This type of text is often used in sections of the guide where significant customisation is recommended or to give additional information or suggestions for developing tailored inputs.

Once the appropriate instruction is noted or acted upon and the section otherwise completed, the instructive textbox should be deleted before distributing this scenario manual.





1 [bookmark: _Toc183091702]INTRODUCTION
	This document is intended to provide the basis for a local water utility to prepare and run a customised scenario training module.

Recognising that each water utility faces distinct challenges, this document is structured to allow for customisation—enabling modification of scenarios, tasks, and objectives to match specific needs, risk profiles, and community dependencies



1.1 [bookmark: _Toc183091703]Background
	Background

Create a background for the town/area you intend to base this scenario in. You can make this a specific area in your LGA, or an anonymous town

Use Scenario Development spreadsheet for additional scenario background examples



[Example: The XYZ Water Treatment Plant (WTP), situated on XX River in New South Wales. The WTP serves a critical role in providing clean drinking water to the population of 50,000 locals which can increase to 70,000 people due to an influx of holiday makes during summer months.
The towns water source routinely comprises 75% river and 25% bore water. WTP includes 13 reservoirs, ensuring a two-day supply when full.]
2 [bookmark: _Toc183091704]Exercise Development
2.1 [bookmark: _Toc183091705]Aim of Exercise
	Define the aim of the exercise. 
The exercise aim is a statement of intent that gives direction to what will (or is desired to be) achieved by the exercise. There should only be one aim for an exercise. A clear aim leads to a series of objectives that will suggest the most appropriate style, size and complexity of the exercise.
The essential components of an exercise aim are ‘purpose’ and ‘context’. For example:
· [purpose]: test the response to a major power outage impacting water production.
· [context]: in accordance with the incident and emergency plan.
The aim should begin with a verb and be positive, clear, concise and achievable. Suggested verbs can include: Test, Assess, Practice, Develop, Review, Explore, Validate, Demonstrate.

Use Scenario Development spreadsheet for additional exercise aim examples



[bookmark: Aim][Example: Practise the Council’s response to a <Major Threat> significant rainfall event in accordance with Incident and Emergency Response Plans, standard operating procedures and relevant regulatory requirements.] 

2.2 [bookmark: _Toc183091706]Objectives
	Define the exercise objectives.
The objective(s) for carrying out this exercise should be customised and defined by each organisation during the preparation phase. Exercise objectives should be specific statements describing what is to be achieved by individuals, groups or agencies participating in the exercise. While there should only be one exercise aim, there may be many exercise objectives.
Exercise objectives:
· must be set and agreed on in the concept development phase
· must be clear, concise, achievable and measurable
· should be simple (contain a limited number of aspects) and written in commonly understood language
· should not include words such as ‘timely’, ‘effective’ and ‘efficient’ unless those terms can be quantified and measured.[footnoteRef:2] [2:  Australian Institute for Disaster Resilience (2023), Managing Exercises, East Melbourne, Australia CC BY-NC] 

Use Scenario Development spreadsheet for additional exercise aim examples



[Example: Demonstrate a response by Council operational staff to a MAJOR THREAT affecting the catchment and critical infrastructure.]
[Example: Evaluate the availability of operational monitoring data and documents by Council to a MAJOR THREAT incident or emergency.]
[Example: Evaluate the communication within the operational team / Management / and stakeholders for activation and response of a MAJOR THREAT incident or emergency.]
[Example: Demonstrate decision-making arrangements in Council and other agencies.]
[Example: Demonstrate appropriate communication and notification protocols.]
2.3 [bookmark: _Toc183091707]Scope
	[bookmark: _Hlk169782227]Step 3: Define the exercise scope.
The following scope is intended to define the boundaries of the exercise and identify who and what will/will not be included in the exercise. The scope should:
· be broad enough to achieve the objectives
· clearly identify the individuals, groups, and elements to be included	Comment by Julie Meyer: I re-wrote this. Please check
· clearly identify the individuals, groups, and elements to be excluded, helping to maintain focus and prevent unplanned expansion
· take into account the level of commitment and capacity of participating organisations 
Use Scenario Development spreadsheet for additional scope examples



[Example: The scope of the exercise is to explore the roles and responsibilities of Local Water Utility (LWU) in response to an escalating incident occurring at a Water Treatment Plant (WTP)
The exercise will focus on key roles and units within the LWU however will also include relationships with key roles in the Local Government Area, NSW Health, and NSW emergency management.  
The physical response to the problem and the technical details associated, will be out of scope]

2.4 [bookmark: _Toc183091708]Related Documents
	In this section, identify and list any documents that will be referenced or utilized during the exercise. These documents should provide essential information and support for the activities being conducted. Make sure each document is clearly labelled and easily accessible to all participants. This will help ensure that everyone has the necessary resources to effectively engage in the exercise.

Use Scenario Development spreadsheet for additional related document examples



[Example: The following documents may also be used throughout the exercise 
· Master Schedule of Events
· Risk Management Plan
· Exercise Briefings
· Joining Instructions
· Scenario and Injects
· Evaluation Report]

2.5 [bookmark: _Toc183091709]Participating Organisations
	In this section, list all the organisations that will be involved in the exercise. Ensure that each organisation's role and responsibilities are clearly defined to facilitate coordination and communication. Including a diverse range of organisations will help simulate a realistic scenario and enhance the overall effectiveness of the exercise. Consider if you need to provide contact information for key representatives from each organisation.

Use Scenario Development spreadsheet for additional examples



[Example: The following organisations are intended for inclusion in the exercise:
· DCCEEW Local Water Utilities Branch 
· NSW Health
· NSW Water Directorate
· LEMO
· Emergency services (eg. Police, RFS, Fire + Rescue, SES, VRA)]

2.6 [bookmark: _Toc183091710]Exercise Planning Team
	The Exercise Planning Team will comprise individuals directly involved in the exercise planning process, including representatives from participating agencies. This team may feature multi-agency representation and will be chaired by the Exercise Controller. The team is responsible for assigning roles and responsibilities in alignment with the exercise planning governance structure. Additionally, it identifies necessary functions for the exercise and develops corresponding plans and strategies.

Use Scenario Development spreadsheet for additional examples



[Example – Specific key individuals/roles relevant to specific exercise]

3 [bookmark: _Toc183091711]EXERCISE FORMAT
3.1 [bookmark: _Toc183091712]Exercise Name
	Use Scenario Development spreadsheet for exercise name examples



[Example exercise name here]
3.2 [bookmark: _Toc183091713]Exercise Type
	This document is intended to help facilitate a discussion-based style exercise incorporating desk-based hypothetical scenarios. 

Hypothetical scenario exercises are typically run by a facilitator who will pose a series of problems to a panel (or panels) of individuals. As the exercise progresses, the facilitator will provide ‘injects’ containing additional details (and complications) to encourage participant’s responses to unexpected events.

Use Scenario Development spreadsheet for exercise type examples



[Example exercise type here]

3.3 [bookmark: _Toc183091714]Scenario (outline)
	A scenario outline should include basic information about the location (real world or fictitious) and any geography, infrastructure, population dynamics, characters etc, to enhance the realism of the scenario. Some additional information may also be included to introduce additional complexity, or as red-herrings to throw participants off-track.

Use Scenario Development spreadsheet for scenario outline examples


[Insert SCENARIO OUTLINE for the specific exercise here]

3.4 [bookmark: _Toc183091715]Injects
	
Exercise inputs, or injects, are utilized in various exercise activities to enhance the developing scenario with additional information. These inputs are often simulated and can take the form of a telephone call, news report, or other simulated mediums. They should be organized chronologically, with details recorded on a master schedule of events.

Consider who the intended audience for each inject is. Note; not all participants are required to receive all injects. For example, customer service operators should be notified of dirty water complaints before water plant operators. 

Use Scenario Development spreadsheet for inject examples

Use Appendix A for additional adversity examples

Use Appendix B for Exercise Control Document example




[Insert injects as appropriate]

4 [bookmark: _Toc183091716]RISK MANAGEMENT
	Incorporating effective risk management into desktop scenario exercises is crucial for ensuring the exercise runs smoothly and meets its objectives. Risk management should be appropriate with the size and scope of the proposed exercise. 

Key risk management related planning considerations should include:
· Scenario Scope: Clearly define the scenario’s objectives and keep its complexity appropriate for the participants' roles.
· Risk Identification: Identify potential risks like technological glitches, miscommunication, or security breaches, and prepare mitigation strategies.
· Health and Safety: Prioritise participants' physical and psychological well-being, ensuring the exercise does not induce undue stress.
· Participant Readiness: Assess and adapt the scenario to suit the participants' skills and experience levels.
· Resource Availability: Ensure all necessary resources are available, from personnel to technology.
· Communication Plan: Set up clear communication protocols, particularly important for remote or multi-team scenarios.
· Feedback Mechanisms: Use feedback during and after the exercise to refine future scenarios.
· Compliance: Adhere to relevant legal and ethical standards, including those related to privacy and data protection.



[This section should be customised according to your organisations risk management procedures and processes].
5 [bookmark: _Toc183091717]PROGRAM OF ACTIVITIES
5.1 [bookmark: _Toc183091718]Master Schedule of Events
	The Master Schedule of Events (MSE) – also referred to as a Runsheet – lists the timing of events and actions planned for the day of the exercise, to ensure the exercise meets the Exercise Objectives. It should be sufficiently detailed and allow for realistic and adequate time for each event, including introductions, exercise injects, evaluation, or breaks. 

Certain exercises need to be time-compressed. For example, a flood discussion exercise might condense a 48-hour period into six hours to achieve the desired outcome. Conversely, a field exercise that requires participants to apply practical skills may need to run in real time (or even extended time) to meet its objectives.



[Prepare a Master Schedule of Events – template available in Appendix D]  
6 [bookmark: _Toc183091719]EXERCISE CONTROL
	The Exercise Control Document provides detailed instructions and protocols for the effective management and control of the exercise. This document ensures that all activities are conducted smoothly and according to plan. Key components of the Exercise Control Document include:
1. Exercise Objectives: Clearly defined goals and outcomes that the exercise aims to achieve.
2. Roles and Responsibilities: Detailed descriptions of the roles and responsibilities of exercise controllers, facilitators, and participants.
3. Communication Plan: Guidelines for communication during the exercise, including contact information and communication channels.
4. Safety and Security Procedures: Protocols to ensure the safety and security of all participants throughout the exercise.
5. Scenario Overview: A summary of the exercise scenario, including key events and timelines.
6. Injects and Simulations: Instructions for the delivery and management of injects and simulated events.
7. Evaluation and Feedback: Procedures for collecting and analyzing feedback to evaluate the exercise's effectiveness and identify areas for improvement.
This document should be reviewed and understood by all exercise controllers and facilitators to ensure a coordinated and effective exercise

See Appendix B for Exercise Control Document examples



[Prepare a Exercise Control Document – template available in Appendix B]  

6.1 [bookmark: _Toc183091720]Exercise Control (EXCON) staff
	Exercise control staff typically include the following roles and responsibilities:
	Facilitator
	· the facilitator's role is to create a productive and supportive environment for learning and collaboration, ensuring that the objectives of the scenario training exercise are achieved. Typically, a facilitator will set the stage, announce the start and end of the of the scenario, and guide the discussion with scenario updates and injects. Facilitators also encourage participation, manage group dynamics and guide debriefs and evaluations.  

	Observers
	· Staff assigned as observers roles, should take notes during the scenario, including noteworthy decisions, behaviours, and opportunities for improvement. 

	Evaluators
	· An evaluator’s purpose is to document actions and decisions during the scenario against exercise objectives. An evaluator coordinator will facilitate the exercise review.

	Logistics
	· The logistics role is important to ensure a smooth and pleasant experience for exercise participants. Responsibilities could include; catering relations, participant management, venue liaison etc.


Depending on the size of the exercise, some roles may be combined.



[Document exercise control (EXCON) staff relevant for this scenario] 

6.2 [bookmark: _Toc183091721]Briefings
	Consider the following topics for briefings related to the exercise your organisation is planning to run:
	Prior to exercise

	· exercise date/s, 
· start and finish times, 
· what to expect, 
· what to bring, 
· dietary requirements. 
· separate briefing for EXCON staff,


	On the day
	· housekeeping – e.g. location of toilets, emergency exits, 
· safety – e.g. guidelines, rules, ‘No Duff’ etc
· schedule overview – exercise timing, lunch, breaks, evaluation etc 
· scenario outline






[Document briefings relevant for this scenario] 

6.3 [bookmark: _Toc183091722]Documentation
	This section contains a suggestive list of documents, to be customised based on the exercise your organisation will be running. All exercise documentation should be annotated or watermarked with the words “Exercise Only”, to avoid internal or external confusion during or after the exercise. 
Storage, distribution and usage of the documents will occur via [Your organisations preferred document storage system].

The suggested documents for this training exercise include: 
· Exercise Guide (this document)
· Exercise Control Document (see Appendix B)
· List of participants
· Risk Assessment (see Appendix B)
· Master schedule of events (see Appendix D)
· Injects and supporting documentation 
· Participant Handbook (if required) 
· Evaluation Report (see Appendix E) 
· Debrief or After-Action Review agenda 
· [Others Items eg. Exercise operational on-call roster, stakeholder contact details ,  ] 

Further detail of these suggested documents can be found in the AIDR Managing Exercises Handbook




[Include/collate documentation relevant for this scenario] 

6.4 [bookmark: _Toc183091723]Communication
	Suggested communications considerations include: 
· If in one room – in-person conversation is likely the best method.
· Depending on the nature and scope of the exercise, i.e. if spread across multiple rooms or locations are phones/radios required? Is there opportunity (and benefit) to involve offsite SMEs via Zoom etc.?
· How will decisions and hypothetical actions be recorded?
· E.g. Teams video calls could be simulated as a group discussion.



[Document the proposed method(s) of communication during exercise here]

6.5 [bookmark: _Toc183091724]Safety & Security
	[bookmark: _Toc178174795]Real World Emergency
In the unlikely event of a real-world emergency, during the training, the phrase “no duff” can be used to distinguish between the scenario and an actual threat. 
The term "no duff" is used in training exercises, particularly within military or emergency response contexts, to indicate that a situation is real and not part of the exercise scenario. When participants hear "no duff," it serves as an immediate alert that they must transition from the training exercise to real-world response, as an actual emergency or situation requiring urgent attention has arisen.
[bookmark: _Toc178174796]Psychosocial Safety and Voluntary Participation
It is important to let participants know that their involvement remains voluntary throughout the exercise. 
There is a chance that some of the simulated themes and situations could cause psychological distress to participants – especially those with previous real-world involvement in similar events e.g. bushfire, flooding etc. Participants should be advised that they can exit the scenario at any time by alerting the facilitator or others that they need a “time out” or would like to exit the scenario.   
[bookmark: _Toc178174797]Other Safety and Security 
Describe your usual methods for managing risk. Consider what new or different risks might arise during this specific exercise. Additionally, identify and manage on-site risks, such as traffic stoppages and their potential implications. 



[Insert safety considerations relevant to your training and event location here]
6.6 [bookmark: _Toc183091725]Media and Visitors
	Depending on the nature, scope, size and public interest in your exercise, you may choose to inform the media or have additional non-participating individuals attend the event. A non-exhaustive list of considerations could include: safety, additional briefings, information security, hospitality, any escort/access requirements, and physical placement of these individuals during the exercise. 

TIP: Nominating a dedicated EXCON staff member or participant(s) to welcome and look out for visitors could improve their experience and sense of inclusion on the day.


[Insert media and visitor considerations here, as required]

6.7 [bookmark: _Toc183091726]Exercise Termination
	The facilitator should terminate the exercise according to the master schedule of events – usually at a pre-determined duration after the last inject has been introduced. Timely termination of the exercise is important to allow the debrief and feedback sessions sufficient time. 
The exercise may also be terminated in the event that it becomes unsafe (e.g, physically or mentally) for the exercise to continue.



[Document exercise termination plan relevant for this scenario] 

7 [bookmark: _Toc183091727]EXERCISE EVALUATION
	Purpose of Evaluation
Evaluation of the exercise assists with conducting a cycle of continuous improvement and assess the value of the exercise.
Post exercise activities are conducted to:
· seek feedback and assess the conduct of the exercise
· evaluate the exercise objectives
· seek feedback on participant experiences
· transfer learnings into lessons management systems.

[bookmark: _Toc179279111]Evaluation against scenario training objectives
Objectives are essential to a successful exercise and to its evaluation. An effective exercise planning team will produce achievable, measurable objectives. Evaluators should help with this process. In some cases, evaluators will need to identify objectives that need to be revised or improved to meet the required outcomes.

Completing evaluation based on observations of what worked well and why, or why it didn’t go so well. The process of analysing what didn’t go so well and why can be supported by using the P2OST2E example to help break down the elements to understand or identify root causes and possible treatment and solution options. (Figure 1.)

An example of an Evaluator Report Template is provided in the Managing Exercises Handbook Appendix 18 and can also be found in Appendix E
[image: ]
Figure 1: P2OST2E – People, Process, Organisation, Support, Technology, Training, Exercise Management
[bookmark: _Toc179279112]Course Evaluation
To effectively evaluate the scenario training, gather feedback from participants through surveys or questionnaires, focusing on aspects such as content relevance, instructor effectiveness, and overall satisfaction. Consider use of QR codes, Slido or email to distribute surveys. Analyse this feedback to identify strengths and areas for improvement. Additionally, review the course objectives and outcomes to ensure they were met. Consider conducting follow-up assessments to gauge long-term impact and retention of knowledge. Use these insights to refine future scenario training sessions, ensuring continuous improvement and enhanced learning experiences.

See Appendix E for Evaluation Report - Template



[Prepare exercise evaluation relevant for this scenario] 

8 [bookmark: _Toc183091728]ADMINISTRATION
8.1 [bookmark: _Toc183091729]Costs / Budget
Insert resourcing / facilities / catering details specific to your organisation’s training exercise here.
8.2 [bookmark: _Toc183091730]Logistics Requirements
Insert venue / catering / accommodation / exercise resources (Whiteboard, projectors, post it notes, pens whiteboard makers etc.) details specific to your organisation’s training exercise here.
8.3 [bookmark: _Toc183091731]Catering
Insert catering details specific to your organisation’s training exercise here.

[image: ]Incident and Emergency Scenario Training – Exercise Guide for NSW Local Water Utilities



[bookmark: _Toc183091732]Appendices
[bookmark: _Toc183091733]Appendix A – Inject Adversities 

Additional challenge examples that can be included in an Incident and Emergency Scenario workshop as injects
	Category
	Adversities

	Work Force
	Relief staff due to main operator on long service leave / covid / flu impacts

	Work Force
	New staff without full onboarding training completed

	Work Force
	Manager of water and wastewater service on leave 

	Work Force
	Work force numbers limited due to region storm or fire impacting private properties and staff homes and family businesses etc

	Work Force
	Event occurs late Friday afternoon of Public Holiday (Easter / Christmas) long weekend 

	Environmental
	Storm event (1 in 100-year event) impacted region

	Environmental
	Floods predicted for the coming week

	Environmental
	Heatwave experienced with 4 days above 38oc predicted

	Environmental
	Drought conditions

	Environmental
	Bushfires in water supply catchment

	Environmental
	Major pollution event due to sewage leak or chemical spill

	Environmental
	Major Blue Green Algae bloom with toxin producing species detected in town dam / water supply

	Environmental
	Mouse plague impacting region (eating electrical connections and or dying in water treatment plants / in ground reservoirs etc)

	Environmental
	Biosecurity zone restrictions impacting access to water offtakes and pump stations

	Chemical Supplies
	Major shortage of chemical supply (chlorine / Alum)

	Chemical Supplies
	Contamination reported in delivery of chemical received 1 week earlier

	Chemical Supplies
	Rationing of major chemical supply due to site access

	Chemical Supplies
	Chemical holding tank burst / leak

	Services
	Telecommunication outage for 5 days

	Services
	Major malware attack on business IT services

	Services
	Power supply interruption for 5 days due to major transmission lines failure / bushfire/ storm impact

	Services
	Communications impacting SCADA and telemetry services to remote pump stations and level sensing equipment

	Transport
	Warf strike entering the 4th week

	Transport
	Due to floods and road damage, a major transport line is impassable and freight trains unable to deliver goods and fuel supplies

	Population impacted
	Peak holiday tourist period

	Population impacted
	Local town festival with large increase in day visitors’ numbers

	Population impacted
	Critical water services impacted to regional Hospital

	Population impacted
	Critical services impacted to regional aged care centre

	Population impacted
	Critical services impacted to primary and secondary schools

	Media
	Political pressure due to up-and-coming state/ local gov elections

	Media
	Social Media alarmist activity (e.g. That the treatment chemicals are poison)

	Media
	Vandal video breaking into town water reservoir / dam

	Media
	Unconfirmed sabotage / blockades attempt at water treatment facility by activists

	Accidents
	Truck rollover near Bore supply/ Reservoir

	Accidents
	Crop duster crash near Bore supply

	Accidents
	Boating accident near lake / dam / river offtake

	Infrastructure 
	Major trunk main break

	Infrastructure 
	Major sewer main break

	Infrastructure 
	Reservoir roof impacted by storm/ vandals (roof sheets missing / collapse)

	Infrastructure 
	Town water supply / Reservoir accessed by vandals for swimming 

	Infrastructure 
	Floating cover of town water reservoir damaged by vandals

	Infrastructure 
	Town offtake supply pump fails and 4 weeks before replacement

	Infrastructure 
	River offtake impacted / damaged by debris from flood

	Infrastructure 
	Bore pumps electrical supply flooded / damaged

	Infrastructure 
	Bushfire impacting town Water Treatment Plant / Wastewater Treatment Plant

	Infrastructure 
	Fire experienced in major electrical switch board

	Infrastructure 
	Restricted storage levels due to major upgrade of town water reservoir for 6 weeks

	Infrastructure 
	A large tree falls on the main town water reservoir

	Supply Impact
	Boil water advisory to be initiated

	Supply Impact
	A do not drink advisory is to be enacted

	Supply Impact
	Widespread customer complaints received due to brown water/ chemical smell in water / or dirty water

	Supply Impact
	Dirty water in network due to disturbed mains 










[bookmark: _Toc183091734]Appendix B – Template - Exercise Control Document

	Section
	Details
	

	Exercise Objectives
	- Objective 1:
	

	
	- Objective 2:
	

	
	- Objective 3:
	

	Roles and Responsibilities
	- Exercise Controller:
	

	
	- Responsibilities:
	

	
	- Facilitator:
	

	
	- Responsibilities:
	

	
	- Participant:
	

	
	- Responsibilities:
	

	Communication Plan
	- Primary Contact:
	

	
	- Phone/Email:
	

	
	- Secondary Contact:
	

	
	- Phone/Email:
	

	Safety and Security Procedures
	- Emergency Contact:
	

	
	- Safety Protocols:
	

	
	- Security Measures:
	

	Scenario Overview
	- Summary:
	

	
	- Key Events:
	

	
	- Timeline:
	

	Injects and Simulations
	- Inject 1:
	

	
	- Inject 2:
	

	
	- Inject 3:
	

	Evaluation and Feedback
	- Feedback Collection Method:
	

	
	- Evaluation Criteria:
	

	
	- Improvement Areas:
	






[bookmark: _Toc183091735]Appendix C – Template - Risk Assessment


	
RISK ASSESSMENT FOR EXERCISE 

	Location(s)
	Area:
Location:
	Exercise Controller:
	
	Date of Exercise:
	

	General description of activities:
	   
	CM9 Number:
	

	HAZARDS/RISKS
	Description of Risk 
	Risk level
	Recommended control measures
	New Risk level
	Detail how control measures will be implemented (Briefings, Plans, Safety Offr)

	
	
	
	
	
	

	
	
	
	
	
	

	Exercise Controller Signature:
	
	Approval date:
	

	Exercise Controller Name:
	
	Expiry date:
	







[bookmark: _Toc183091736]Appendix D – Template - Master Schedule of Events

	Master Schedule of Events - Template

	#
	Day
	Time
	Location
	Event
	Desired outcome
	Control Docs
	Resources
	Responsible
	Completed

	Pre-Exercise Admin & Logistics

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Exercise Phase

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Post-Exercise Admin & Logistics

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	









[bookmark: _Toc183091737]Appendix E – Template - Evaluation Report 

(exercise name) – Evaluation Report
Author(s): (include title, given and surnames, post-nominals, agency and position within agency)

Executive summary
This section should be a maximum of one page and cover the following key points:
1. Introduction: Provide a brief paragraph introducing the exercise, including details such as the time, date, location, participants, type of exercise, and budget. Additionally, outline the primary aim of the exercise.
. Time, Date, Place: Specify when and where the exercise took place.
. Participants: List the organisations and individuals involved.
. Exercise Type and Budget: Describe the nature of the exercise and its financial aspects.
. Aim of Exercise: Clearly state the main objectives and goals of the exercise.
2. Evaluation Focus: Explain what aspects of the exercise were being evaluated, including specific objectives and performance metrics.
3. Overall Success: Provide a brief comment on the overall success or shortcomings of the capabilities demonstrated during the exercise. Highlight key achievements and areas needing improvement.
4. Issues and Treatment Options: Identify any issues that were observed during the exercise and propose potential treatment options. If there are numerous issues, provide a summary.
Note: The executive summary should only be written after completing your analysis and summary of evidence.


Summary of evidence
For each objective, put your analysed data into these tables against each relevant objective.
	Objective 1:

	OBSERVATIONS

	What worked well and why
What went well? What worked?
Why did it go well/work? What was good about it?
	

	What didn’t work well and why (categorise each point by P2OST2E)
What didn’t work? Why didn’t these things work? What effect did this have?
	

	ISSUE(S)

	What are the issues arising from your analysis of your observations?
	

	TREATMENT OPTION(S)

	What are the potential treatment options (if any) for the issues you have
identified?
	

	Was the objective achieved:
yes no partially
Was the objective achieved overall – may be any of these three options.
	

	Why/why not
A summary of why you have concluded that the objective was/was not/was
partially achieved…
	



Any other comments
Discuss any other important issues that were observed during the exercise and how they affected the achievement of exercise objectives.
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